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Batch File Uploader DQA

Who Will Use This?

D What is the Batch File Uploader DQA?

The Batch File Uploader DQA allows ePM users to upload a batch of General Contractor & Staff

Source and/or Presentation files in a single step. Users can also \/ _

provide meta-data describing the files for upload using a standard Construction Manager & Staff
Microsoft® Excel template. End users can use familiar Microsoft Architect/Engineer & Staff
applications, such as Excel, as a method for creating or updating ePM \/ Project Manager & Staff

documents.
\/ GSA Contracting Officer & Staff

BUSINESS VALUE

e Easy-to-use, four step wizard for uploading metatdata
project design documents, catalog cards, or files

e Reduce training costs by providing users with a
familiar way to input information into ePM
applications

¢ Allows off-line data entry in easy to use Excel format
e Manages revisions

e Allows documents to be packaged as an Approval
Package

To learn more about other Batch File Upload options in the user interface of ePM, reference the following:

QRG.090 Document Management Batch Creation Wizard
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Overview

The PBS of GSA has (3) Master Excel Templates modified from the original DQA installed template. The
fields on the spreadsheet are arranged in the order that appears in the ePM documents. Additionally,
specific fields not used per document type are hidden in the spreadsheet and field labels are changed to
“red” so it is easier to determine what needs to be filled out. Please consult with a Trainer or System
Administrator to obtain any of the (3) standard templates as follows:

Document Type: Master DQA Excel Template Name:

Catalog Cards GSA CatalogCardsTemplate.xls

Design Documents | GSA Design Documents Template.xls

Submittals GSA Submittals Template.xls

Other Benefits and Ground Rules:

e The Master Templates (.xls) are editable...

...however, the Column names must not be renamed or deleted

e The file(s) to be uploaded into ePM must be located in the same directory as the Uploader
Excel spreadsheet

e Formulas can be used in the Template.xIs to enforce naming standards

e Macros can be included such as the “automatic naming of the file” column macro included
within this QRG

g

Template 'FZ&

el - Template e E- |
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27100 FLOBOD Floce Lot Criwarg Floceplan b R 1-hg07T b7 23N D7

| Name = The Document name in Proliance (Required field)

1z Presentation File - Uploaded file in a "common” format {eg.,

| POF, JPEG)

15

15|

:;: Source File - Uploaded file in a proprietary format (eqg., Word,
3| Excel)

a1}

n

z| Lookup fields will vary depending upon each configuration;

howewer if any of the Columns used in the Excel spreadshest are
for fields in Proliance that have lookups, the full code value for
that lookup must be entered correctly in the Excel workshest

Except for "Name” and the Presentation and/or Source file fields,
all other fields are optional for use

oo o o
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1. Launch the File Uploader Utility from the Meridian Application Launcher or from the Program
Files|Meridian Systems|Proliance Desktop Quick Apps|File Uploader DQA

2. Enterin the requested Login details: https://epm.pbs.gsa.gov/Proliance.

e DM
(2 eFv

aPM Electronic Project Management

Host Name:  hitps.//epm pbs gsa gov/Proliance
Org: pbs

Username: |

Password:

3. Select the Project where the files are to be uploaded.

File Upload =
Show Templates
Mumber - | Program |Tit|e ;I
1202 Region 3 - Mid-Atlantic Regi  PA&-Philadelphia-Byrne Green Complex —
1203 Region 11 - National Capital DC-Washington-FOE 8 FE-R&4A
1204 Region 3 - Mid-Atlantic Regi  \W\/-Huntington Federal Building-R&4
1205 Region 7 - Greater Southwe  TX-San Antonic-Hipolite Garcia Federa
1206 Region 3 - Mid-Alantic Regi  W\-Charleston-Robert C. Byrd-FE & C
1208 Region & - Heartland Region  KS-Wichita CT-AH Replacement
1226 Region 1- New England Re  MA, Boston J W McCormack Pest Offic
1227 Region 10 - Northwest | Artic  OR-Portland-Hatheld CH-Courts 7th FI
1228 Region 10 - Northwest / Artic  OR-Portland-EG\W\W FE-Sidewalk Rep
1229 Region 10 - Northwest / Artic OR-Eugene FE-VHA Renovation - I
a| | »
' Upload to Project " Upload to Org
==
Previous | Mext I Close |

4. Click Next.

Note: Hold down the Ctrl key and click to select multiple projects at a time.
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Launch DQA & Upload, cont.

5. Select the Document Type and the path for the Template (*.xIs) file by clicking Browse to
navigate to the file location.

% Proliance File Uploader

Qoax - O - F POsearch [ Foers [GHw

Acddress |2 C\Program Files'Meridian Systems’Proliance File Uploader * Boo
& N Sie  Type = Date Modified

File and Folder Tasks 2 7 Pl ko PE KB Application 1142007 4:05 PM
P—— 8] Coillaprs e po il 24 KB Application Extension 5F16/2007 G135 AM

J . ) interop. IashRuntimed b ary.dil 4B KB Application Extension ByA/f2004 2:00 &M
o m""‘ o ko [S]MerdianSysters.Saktions Pr...  34BER  Agpilication Extension SF16/2007 9:35 AM
7 S this Fokder #MeridianSystems. Solutions.Pr... 1,788 KB Application Extension 516/2007 9:35 AM
(&) Microsaft Web, Services2.dl B2 KB Application Extension 5/16/2007 9:35 AM
ﬂme.am.cmﬁ; 1KE COMNFIG File 10/4/2007 B:46 aM
B Rt ¥R HTML Docursnt 11/=/2007 3:47 PM

J_dI"I|IE'l..|.'.|'ll:-a(!E'f-I:I"I@Ed.‘n?nIi!il:-anl:Ei ZKB INSTALLSTATE Fil 11122007 1:14 FM
i]'TErrplalﬂ 15ER Murosofl Excel Worksheet  11/12/2007 S:44 P
Meridian Systems File Uploader 1,056 KB Microsoft Word Document  11/4/2007 4:03 P

| C:\Prisgeam Files\Mernician Syshemat Profenc Brovese
Dipciment Typs

© Diawing
% Calaiog Cad
bty

ﬁm|m|um||

IMPORTANT: Be sure to select the appropriate document type; Drawing Design Document,
Catalog Card, or Submittal.

6. Click Next.

A confirmation screen will appear recapping the Import details.

S ===

Import the Files

Hest: https:iproseny20.proserv. mps com/Proliance
Project: pomprj-//pbs/r11pgmibravatestproject
Filename: C\Program Files\Meridian Systems!Proliance File

Uploader\GSA CatalogCards Template xls

Previous Close
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7.

Click Next. A dialog will appear to show the files being processed. The status of each document
is shown.

,

Finished

Status | Console |

| Doc| Document Creation| Source File Upload| Presentation File Upload| State Change|

Previous | Nesct I Close

Important

If any of the checkboxes are unchecked or are checked in gray, you will want to look at the
Console tab to try to determine what was not processed and why.

In the example shown the error indicates the document Name field contained an invalid character
(eg., a“/” in “A/IC”). The Console log will often point out if an incorrect lookup value is being
referenced, or if a value for a field such as the Managing Company or Managing Contact is not
recognized.

= File Uploader

Fnished

Stalys Censok |

[y Uit
[Fuoseszng. HYACT 00 AT Digwing
Ence: Sashennwieb Senvioes. Protoa oo BoerE sceplion: Theee aie ivald charsclen used in e Name.
at System Wish, Services, Proocol Soa pHipCheniPaoiosol ReadSesponss S sap Clenitessage messaoe, WebFisoores
|e'1:mme Shiean 1=s00nes e, 00k an FaacCal]
System Wb Service: Frasoccls ScapHepCieniProcel Invske{Sing methodbeme, Dbjecd] parameters|

"&ﬂl&'\&y&lw oot Prokarss SMMMQMIGM GabsiusGanacs U atutand I slaGaniss b ol seaman(Pizianss
D ocument v
Fdliphags: HarFom F?mismhmuwwmnm Oplcnsm

anan hues' MPS Prolsg Lors. Escackon: MFS, Praizg C
Hu.mn-CIQZ“Q?U. Cuturesneiral, Pu blcFaaT nl’zn-nn.l':kQusn:LFn:
i sttt s e ong £ 2000 0L Schema ™ wuwmufwui%@mwwww

HENNNNEANN AN NN EREE
[

Starting Upload
Processing: HVAC100 A/C Drawing L | I
Error: Systemn. Web.Services Protocols. SoapException: There are invalid characters used
1 fhe Name.

at
System Web Services Protocols. SoapHtipClientProtocol ReadResponse(SoapClientMess
age message, WebResponse response, Stream responseSiream, Boolean asycCall

at System Web Serviees Protocols.SoapHitpClientProtocol.Invoke(String
methodName, Object[] parameters)
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8. If all files processed correctly, you will see a Console log that looks similar to the one below. Itis
a good idea to confirm the Console log before closing the dialog box.

7 File Uploader

Finished |

Siatus  Console I

Starting Upload to Project pgmpri://pbs/r11pam/bapspct

Processing: DCStE ARRA PIC 1

Reading Series: DCStE ARRAPIC 1

Creating Document: DCStE ARRA PIC 1

Saving Document: DCStE ARRA PIC 1

-done

Building URL: DCStE ARRAPIC 1

-done

Processing Files: DCStE ARRA PIC 1

Uploading to project pgmpr.//pbs/r11pam/bapspct: DCStE ARRA PIC 2jpg
Processing: DCStE ARRA PIC 2

Reading Series: DCStE ARRAFIC 2

Creating Document: DCStE ARRA PIC 2

Saving Document: DCStE ARRA FIC 2

-done

Building URL: DCStE ARRAFPIC 2

-done

Processing Files: DCStE ARRA PIC 2

Uploading to project pgmprj://pbe/r11pamsbapspct: DCStE ARRA PIC 3jpg T
Project pgmpr.//pbs/r11pgm/bapspct Complete

»

m

Pevioss [ Mt | Close

9. Click Close.

10. Go to the Project in Proliance and confirm the documents are uploaded.

Mew ¥| Delete | Tools ¥ | Print V| Refresh | Help |

Wiew Team Uploaded Phota Open 4s Document -

[ Number Current State Name Source File Name --- Revision ... Creation Date

[~ B 00001R00 Cancelled Site 1 Site 1 - RO0.jpg ROO 19-Mar-2011 10:06 PM
[~ B ooooirol Draft Site 1 Site 1 - RO1.pdf RO1 19-Mar-2011 10:10 PM
[~ [ oooozro0 Submitted East View East Wiew - R0O0.jpg ROO 22-Mar-2011 9:56 AM
[~ B oooo3mrol Draft East View East View - RO1.jpg RO1 22-Mar-2011 10:39 AM
[~ B 00004R00 Draft DCStE AR - ROO 28-Mar-2011 8:30 AM
[~ B 00005R00 Draft DCSE ARRA P: - ROO 28-Mar-2011 8:30 AM

1 Source File Presentation File Revision Notes
= Draft DCStE ARRAPIC1  DCStE ARRA PIC 2 jpg R0O0
3 Draft DCStE ARRAPIC2  DCStE ARRA PIC 3.jpg R0O0

In this example, the user would confirm that the Photos uploaded using File Uploader are now
located in ePM | Applications | File Management | Catalog Cards | Photos register.

QRG.089 BatchFileUploaderDQA




(CRYA . _
ePM Quick Reference Guide #89

Excel Macro to populate the filenames

This section describes how to create a macro in Excel which will allow automatic population the file
column of the Template.xls worksheet based on files existing within the same directory as Template.xls.

Create the Macro in Microsoft Excel 2007

1. Ifthe Developer tab is not available, then follow these instructions to enable it:

e.xls [Read-Only] [Compatibility Mode] -

Hame Insert Formulas Data Review View Add-Ins Team

Page Layout Developer

= P record Macro |'-<.Ex \_/'r' [ Properties E S‘ Map Properties Dﬁlmport =
L2 1 9
o

E Use Relative References @View Code 4| Expansion Packs /) Export
Visual Macros Insert Design Source . Document
Eacic 8\ Macro Security +  Mode H Run Dialog “} Refresh Data Panel

Code Controls XML Modify
G5 w (™ i |

A B L D E F
VID1 VID2 VID3 Name Presentation File Source File Revision Actual Revision Date Received Date Due Date

B (po |

=
a. Click the Microsoft Office Button (-“‘

b. Click Excel Options

|

Recent Documents
New
1 Templatexls
= 2 samhoff_07162010.xl5x
/ DOpen
3 samhoff_07092010.xlsx l
= 4 Batch-Test.xls i
et ﬂ Conyert =
5 w401 Upload Test Template.xls H
& Copy of Template.xls !
H Save
7 smartdoc updates - proliance xls
= 8 CommitmentOBA xltx
Save As  »
& ave &5 9 Proliance Cost Account OBA.xitx

samhoff_07092010_invoice.xlsx
L@ Print 4 samhoff_07022010y.xlsx
samhoff_06252010_invoice.xlsx
@ Prepare  » Prolog RFI [Form View).xltx
Prolog Connect Daily Field Report.xitx
@ Send » samhoff_06252010.xlsx

aai_orig.xls

¥ ¥ ELEEYY¥YYEEELRETYTYTETYE

E :f-PHmigh 3 aalxls

| {- 3 Excel Options | | 2 Ext Excel |
| vy v - v T T -
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Excel Macro to populate the filenames, cont.

c. Inthe Popular category, under Top options for working with Excel, select the Show
Developer tab in the ribbon check box

e e ___— gp—
ptions st e i— —
F-Pupular '—-4 Change the most popular options in Excel.

Formulas

Proofing Top options for working with Excel
Save Show Mini Toolbar on selection ()
Advanced Enable Live Preview (i)

Show Developer tab in the Ribbon Q

Customize Color scheme: | Blue vl

I Add-Ins ScreenTip style: | Show feature descriptions in ScreenTips |Z|
: Trust Center Create lists for use in sorts and fill sequences: [ Edit Custom Lists.., ]
Resources
| When creatina new workbooks
d. Click OK

2. Onthe Developer tab, in the Code group, click Visual Basic.

' E Record Macro
% Ei’ E Use Relative References

Visual Macros
Basic _ﬁMacrn Security

Code

3. A new application will appear named Microsoft Visual Basic.

QRG.089 BatchFileUploaderDQA
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Excel Macro to populate the filenames, cont.

4. If there is not an empty Module Document, then click Insert 2 Module

: File Edit View Insert Format Debug Run JTools Add-Ins  Window Help
ME-E A e BEsa e r o @ B EFY @
Project - VBAProject
| = |IGH _ <& Copy of Template.ds - Modulel (Code)

=& VBAProject (Copy of Ten [(Generan)
El-£5 Microsoft Excel Objects
1 Sheet1 (Files to Uplo

| Sheet2 (Projects to |
P 38" ThisWorkbook
. -3 Modules

.ﬁ VBAProject (w401 Uploa

5. Inthe Module Document window, type (or copy and paste from this document) the following:
Sub ListFiles()

Dim path As String
Dim Msg As String
Msg = "Please enter the file extension to map on."
Msg = Msg & " (Eg. *.*, *.doc, *.pdf,...)",
path = ActiveWorkbook.path
Dim fileExt$
fileExt$ = InputBox(Msg,"File Extension", "*.pdf")
path = path & "\" & fileExt$
Dim F
F = Dir(path)
Do While Len(F) > 0
ActiveCell.Formula = F
ActiveCell.Offset(1, 0).Select
F = Dir()
Loop
End Sub

QRG.089 BatchFileUploaderDQA
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Excel Macro to populate the filenames, cont.

Modifying the Security Settings.

In most cases, the Microsoft Excel security settings will need to be configured to allow macros to run in
Excel.

=
Click the Office Button (~“"

Select Excel Options.
Select Trust Center > Trust Center Settings

Select the Macro Settings radio button.

o & PP

Select either "Disable all macros with notification” or "Enable all macros".

a. Selecting "Disable all macros with notification" will allow the macro to run, as long as the
user specifically allows it when the worksheet is opened.

i. In this case, to allow Macros, the user needs to click on the "Options..." button,
which is presented underneath the ribbon.

( Ox H Cy (u 5
[ 31

Home Insert Page Layout Formulas Data Fewiewns Wie
T i
S Cut . - - =
_!] ;" Avial - - A A||—E§|
P_ : 53 Copy —— —
aste S | [ - -l = = =||== &=
- fFDrmat Fainter |B £ H || = || . mmm | |= = =| == =
Cliphoard [= Fant [= Aligni
e
l@ Security Warning Macros have been dizabled, Cptions.., )
Fal I il
EIT M 3 |
A, B (& ] E F (E]

I VYID1 VYIDZ VID3 Hame Presentation File Source File Revision Actua

QRG.089 BatchFileUploaderDQA
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Excel Macro to populate the filenames, cont.

ii. Then, select "Enable this content" in the dialog displayed.
hdicrosoft Office Security Options

@ Security Alert - Macro

Macro
Macros have been disabled, Macras might contain viruses or ather security hazards. Do
niot enable this content unless wou trust the source of this file.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Mare information

File Path:  C:\Usersishoff\Deskrop\Copy of Template.xls

) Help pratect me from unknown content (recammendead)

Cpen khe Trusk Center [ OK ] [ Cancel

Running the Macro
Now that the macro has been created and is available, it can be used.
1. First, ensure that all files to be included are in the same folder as the Template.xls file.

2. Select the cell where you would like the first filename to appear. Others will appear below this one.
This is usually the first empty cell under either the source file or presentation file heading rows.
However, in cases where there are existing entries in these columns in may be the first available cell
in one of these columns.

Code Cartrals HML Modify
- i |
C D File Extension
D3 Hame Presentation File Source Date|

Please enter the file extension to rap on. (Eg. **,

istingfil et
myexistingfilenarn. ex *doc, * pdlf,..)

el

QRG.089 BatchFileUploaderDQA
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3. Then, on the Developer tab, click Macros

Visual

Basic ._ﬁMacro security
Code

Record Macro

ﬁ Use Relative References

4. Ensure that "ListFiles" is selected. Click Run

b o

kdacro

Macro name:

Step Into

z| |9
A

Edit
Create

Delete

Opkians. ..

Macros in: | All Open Waorkbooks |E|

Description

Cancel

5. A prompt will ask for the file extension. Only files with the selected extension will be selected.
Only one extension may be entered at a time (ie. "*.pdf, *.xIs" will not work). *.* may be entered if
all files are to be selected.

P "

File Extensian m
Please enter the file extension to map on, (Eg. *.*, 0K
Dloase snier Ok |

*.pf

QRG.089 BatchFileUploaderDQA
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6. Done! the files should now be listed. Note that we could click on Macros and select run again, this
time entering a different extension in order to include further files with different extensions

[ Code | Controls J HhL

VID1 VIDZ? VID3 Name Presentation File
myexistingfilenarm. ext
file1. pdf
file2. pdf
filed. pf

Source File Revision Actual Rev

J|w|m|m|h|m|m —nl

Tips

1. To learn more about all GSA — ePM DQA'’s, go to:
http://www.meridiansystems.com/epminfo/obas/index.asp

2. Some fileds on the templates are hidden and the Field Label text is changed to “red”. This means
the document type for ePM doesn’t use those fields but they must exist for the utility to work

QRG.089 BatchFileUploaderDQA
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